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OVERVIEW 



f .The purpose of tt^se Getting Down to Business modules is to provide 
high school students in vocational classes with an introduction to the 
career option of email business ownership and to the management skills 

•necessary for successful operation of a small, business. Developed under* 
contract to the Office of Vocational and Adult Education, U.S.. Department 
of Education,^ the material's are designed to acquaint a variety of voca- 
tional students with entrepreneurship opportunities and to help reduce jthe - 

.high failure rate of small businesses. 
» . 

As the students become familiar with the rewards and demands of sm^ll 
business ownership', they will be able to make more informed decisions 
regarding their own interest in this career possibility. 'It is hoped 
.that, as a result of using these materials^, some students will enter small 
business ownership more prepared for i£s challenges. Others will decide 
that entrepreneurship is not well suided to theifc abilities and interests, 
and they will pursue other career paths. Both decisions are v^lid. the 
materials will encourage students to choose what is best 'for them. 

These Getting Down to Business module^^re designed to be inserted 
into ongoing high school vocational programs in the seven vocational dis- 
ciplines — Agriculture, Distributive Education, Occupational Home Econom- 
ics, Business and Office, Trades 1 and Industry, Technical, and Health. They 
will serve as a brief supplement to the technical instruction of vocational 
courses, which prepare students well for being competent employees but 
which generally do not equip them with skills related to small business 
ownership. The modules are self-contained and require, a minimum of out- 
side training and preparation on the part of instructors. Needed outside 
Resources include only those types of materials available to / all t students, 
such as telephone directories, newspapers, and city maps. No special texts 
or reference materials are required. For further optional reading by 
instructors, additional 'references are listed at the end of the Teacher 
Guide . An Annotated Resource Guide describing ^especially .valuable entre- 
preneurship-related materials is also available. 



The purpose of this module is to give students some idea of what it is 
like to own and operate a construction electrician business. Students 
will have an opportunity to*make the same decisions that th6 owner of a 
construction electrician business makes. While the module is^not a com- 
plete "how-to" manual, £he individual activities will provide your class 
with the chance to do many of the planning and daily activities that small 
business owners! do.,- 0 

Today, owners of ^mall businesses face a multitude of problems — some 
minor, some that threaten their Very existence. , These problems reflect 
the constant -^changes that our society is going through — economic, cultural, 
and technical. . While this, module cannot hope** to address itself to all of 
them;, the discussion questions at the end of each unit ere designed to 
give your class the opportunity to discuss them and 'develop, on a hypo- 
the tiTcalbasis, solutions for themselves. 



You may want to present this module after completing Module 1, Getting 
Down to Business; What's It all About? Module 1 is a 16-hour program, 
covering a more in-depth approach' to owning any small business. Ttie terms 
introduced in Module 1 are used in this module with a restatement of 
their definitions. Also, the forms used are the same, with some minor 
changes to fit a construction electrician business specifically. . Moduli 1 
'provides an introduction -to owning a small business in addition to some 
skills and activities -that, due to their general nature, -are not covere.d 
in this module.. 



Content Organizstion 
Each unit of the module contains the following: , B 

1* Divider Page— a page listing the unit's goal and objectives. 

2. Case Study — an account of an owner of a construction electrician 
business for a more intimate view .of owning a construction elec- 
trician business. , 

. * 

3. Text — three to four pages outlining business management principles 
introduced in the case study. » 

A. Learning Activities — three separate sections, including: ^ 

: ' . <v 

a. Individual Activities — finding information givenin the test 
' or applying information to new situations. 

b. * Discussion Questions — considering broad issues - introduced in 
'the text; several different points of vi^w may be justifiable. 

c Group Activity — taking part in a\more creative and* action- 

orfented activity; some activities may-focus on values 
* clarification. 

General Notes on Use of t>he Module 

Instructional Each unit ='l class peripd; total class periods = 9 
Time: Introduction, quiz,, summary - =1 

Total instructional time «• 10 clas§ periods 

<• 

The £ase study and text are central to the program's content ahd are . 
based on the instructional objectives appearing in the last section of this 
Guj.de . Learning activities are also linked to these .objectives. You will 
probably not have time, however, to introduce all the learning activities 
In each unit. Instead, you will want to select those that appear jnost , 
related to coiJfse objectives, are most interesting to and appropriate for 
your-students, and are best suited to your particular classroom setting. 
Certain learning activities may require extraclassroom time and may be 
used.as supplementary activities if desirrea?^ , 



f Before presenting the modiile'to the class, you should review both the 
Student and' Teacher Guides and formulate yo.ur own personal instructional 
approach. Depending on the nature of your classroom setting and the stu- 
dents 1 abilities*, you may want to present the case study aod text by 
instructional *.means that do not tely^on students 1 reading — for example, . 
through a lecture/question-answer fortnat. Case studies and certain- learn- 
ing activities may be presented as skits or role-playing situations. # 

*Jo particular section of the module is designated as homework, but you 
may wish to assign certain portions af the module to 'be completed out o£ 
class. You may want students to, read the case study and \ text in prepara- 
tion for discussion in the next class period, or you may want them to * 
review the material at home aft£r the class discussion. You may also 
prefer- that students read the material in class. Similarly, individual 
activities may^be completed^ in class or for homework. Discussion ques- 
tions and group Activities are specially intended for classroom use, 
although some outside preparatiori by students may also be needed (for 
example, in the case of visiting a s^iall business and interviewing the 
* owner) . / 

Methods that enhance student K interest, in the inaterial^and that empha- 
size student participation should be used as much as possible. Do not 
seek to cover material exhaustively, but view the course as a brief intro- 
duction to entrepreneurs,hip skills. Assume tl^at students will obtain more 
jobfrtrainitig and business experience before launching an entrepreneurial 
career. ' 

The quiz may be used as a formal evaluation of student learning or as 
a self-assessment t,ool for students. Answers to learning activities and 



the quiz are provided in a later section of this guide. 



3 



erJc * 



■ SUGGESTED STEPS FOR MODULE USE 
» 

* > y • i 

\ ' \ 

• s » 

Introduction (15 minutes, or integrate within first hour of^Unifc, 1) « 

I.. Experience as a Construction Electrician as a Basis ^or^ Your (X*n 
Business. • * 

* . «\ 

a-. Requires good measurement skills, patience, and endurance* 

• b. Requires the ability to estimate costs and t*pe requirements 
of jobs, eachof which is different. 

II* Find out what students already know about the construction elec- 
trician business. Discuss small businesses briefly. Over 90% of 
- all businesses in ,the united States are small businesses. In this 
module we^will be de'a^ing with very smalJL businesses, meaning a 
se/Lf-employexh owner working al one or wi th one * to four employee s . 
Qi ten. small businesses are owned and run by members of a family. 
Questions to ask are: v 

• What is a construction electrician? 

* * t 

• What is a construction electrician subcontracting business?* 

• What do students think are the advantages of owning a con- 
struction electrician business? . - 



What do they think are the disadvantages < 



• As of right now, how many students .feel they would consider 
being the owner of an construction electrician business? 

NT , - V 

• 'Do students have a stereotyped image of what an 'electrician is 

like? ^ \ i 

III. Discuss the purposes of the module; 

• *" to increase students 1 awareness of small businesV ownership as 

a career option* 

• ■ A . 

%4 tp acquaint students with the skills and personal qualities 
owners of a construction electrician business need to Succeed: 

• to acquaint students with the kind of work small business 
owners do in addition to us^ng their vocational skills; and 

• £o~i3xpo8e students to the advantages and disadvantages of^ 
~-^mall business ownership*. 

IV. Emphasize that even if students- think they lack management %pti- 
>tudes, some abilities can be developed/ If students "turn ori 1 ' to 
the idea % of small business ownership, they can work at acquiring 
abilities they don't have. 



Alsov ^students who work through tfris module will have gained 
valuable insights intq how and why business decisions are made. 
Even if they later choose careers as employees, they>will be 
better equipped to help / the business succeed because of fcheir 
understanding • 



Unit 1 t Planning .a Construction Electrician Business (1 class period) 

I. Case Study ; Richard Novotny and Jeff Shimus become partners. 

_ They open R^W Electrio, .offering electrical contract- 

ing services and selling electrical supplies. They 
^ have a combined background as construction electri- 
cians, in supervising electrical work, and in, sales'. 
• • 
> Text ; Services', Customers, and Competition 

, Important Personal Qualities. ' ' 
How to Compete ' ^ 
Legal Jtequirements t 



L Jte 



II. Responses to^pdividual Activities . ' 

1. Apprenticeship training. Bonding. An electrical contractor's 
license. Unidn membership. v 

2. The more "no" answers, the better your chances of success. 

'> ' • < 

3*.* A construction electrician dbes not work with heavy equipment 
for the most part. He' or she does use' tools that require a 
steady*hand and ^eye and also has to work for long periods in 
i one position to install electrical wiring or hook up equipment 

4. Offer a service for which there is high demand. Locate in an 

> area that? needs your services. Build a good reputation. Have 
many contacts. 

5. Possibly mentioned: pumps ,^ motors, , ranges, dryers, solar 4 
energy, heating, lighting, swimming pool, marine control 
systems, ^.wiring," installing, impair, sales, and security 
monitoring . 

Ill* Responses to Discussion Que stions * • 9 

1- Richard, and Jeff bo'th have a background in electrical con- 
struction. Jeff has a* sales background, and Richard has 
supervised electrical workers. They seem to have*a good 
combination of technical and business skills. r 

2. Problems : You' are to blame if the work is not done right. 

You ifcay^make less money * becaus'e yoti are tesponsible for / \^ 
losses, reu will not have a 'steady income*. 



Benefits : You get to keep the profits. 'You get to make your 
own decisions • You can take time off without getting someone 
else's permission. You get credit if the work is done well. 

3* To do a certain amount ctf work. To do the worlT in a certain 
amoiipt of time^or by a certain deadline. To do the wprk for a 
fi^ed price. To do work of acceptable quality in terms* 1 ' of 
safety, durability, and appearance. ' ' 

IV • Grou p Activity 

\r * . # * ■ 

♦ The purpose, of • this activity is to give ^students firsthand 

exposure to someone who has used a background as a construction 
electrician to go intb business for him- or herself. A second 
outcome of th^ activity is to give students practice in interview- 
ing people running a smalj business as a way of getting informa- 
tion to help them explore career options. ** 

The" teacher should checks the questions students plan to ask t 
^ , see if they are relevant to the objectives of this unit, clear, 

£tc. Give students, feedback, on their class report. Discuss with" 
students whether other information would have been desirable to 
get from the person and how they might have gotten it. v 



Unl't 2 $ Choosing a Location (1" class period) 

I. Case Study : Richard and Jeff debate Ihe need to rent a business ' 
/ , location versus' working /out of their homes. ' They 

I rent a commercial location so that they can work 

together to manage the busitxess, have more room for 
storage, and sell electrical supplies in addition, to 
* providing contracting services. i 

Text : Importance, of fche-Serie'r^l'Area You Live, In* 
WJiat You Need from "Your Business^ Location 
Paying for a Separate- Business Location - 

v. 

II. Responses to Individual Activities * 

+lr Need for the electrical services you want to specialize in. 
Amount of competition, tyhether y OU w ui like living there. 
t Whether you have friends, relatives, or business associates^! 

4 the area. Whether you are familiar with the area. 

v 2. Talk to general contractors in the area. Talk to realtors. 
Talk to homeowners/ Talk to representatives of the local 
electrical workers 1 union. 

3. Room t<f store tools and equipmetlt . A place to do electrical # 
work. A plarce to plan, keep records, and pay bills. A place 
where customers can reach you v . 



.4'. "A" costs 40«f a square f oot- ( t250 divided by 625). "; M B" costs 
7Qt a sqilare foot ($840 divided by 1200). So u k v is a better 
buy, ' * . 

/ . - - - • ' 

5/ Possible features mentioned : shop, 'office space, parking, 

heavy, electrical power, busy lpcation, access to the freeway.^ 



III; Responses to Discussion Questions . 1 

P l.j» Possible reasons to support each choice ! being **in an^indus- 
trial area; being^far 'ay&y from, (or close to) competition; 
beiog convenient for customers to find; v lowrrent area; being 
iji an arera zoned for both residences and businesses so you 
could have a home-based business. , , r * 

, » 2. Doing electrical wiring for new homes or businesses suited to 
.a rural area. Doing electrical worl#to maintain farm equip- 
ment. Doin^ electrical wprk/for remodeled -£arm houses, barns, 
and warehouses. . * , * 



3. Pros ; Less expensive. You can quickly get tools or materials 
you need. You can*alternate between wotk anc} home activities 



readily, 



Cons :- . Space may be limited. f Noise o^dirt from your work may 
be a problem for people you live tjith.* You must work harder 
to -make your business visible to, the public. 



IV } Group Activity 



f 



8« 
St 



1. This activity is de§igned t to provide a practic|^ exercise on 
locating a construction electrician business. 

* . f , - • • ■ ; • 

2. * Before conducting the activity, find a loc^l map of your area. 



•j 



3. H6^p studentSSlocate construction electrician businesses on 
the s map. 'Then help them draw appropriate boundaries that 
enclose these businesses. % _J 

4. Discuss the general area so defined. How large is it? Is it 
too'small to support another business? Where might possible 
office locations exist? * ■ 



Lead students to determine where the best location would be, 
stressing the peed for centrality (in the middle of the ser- 
vice area) and ^convenience (easily accessible — for example, 
near an area wher£ there is ^ lot of development or remodeling 
going on) . . ' 



6. Discuss additional things to look for (students can use their 
answers to Individual Activity 5) 4 . ^ , 
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Unit 3 - Getting Money "to Start (1 class period) 

I. Case Study : Jeff and Richard * estimate the start-up expenses for 
ttteir planned electricaX business • They decide thfey 
•need a business loan in addition to the money they 
each put i»n and write* a business description and 
/ statement of financial needto apply* for it. 

'Text : Purpose of* a , Statement of Financial Need 
, What a*Statement of Financial N^ed Includes 

Purpose of a Business Description ^ 
^ r What a Business Description Should Include 

w II. Responses to Individual' Activities ; 

1. Advantages : Friends may not^charge interest. You'don't have ' f 
to spend much time convincing A friend who knows you well that 
, you can be trusted. Friends may be njorfe willing to support- 
ygur business venture than a lending institutioif. 

Pi sadvantage^ ? Friendships often suffer when a, loan is not 
paid back .promptly . Your friends may need the money them- 
selves. Being/ in* debt to a friend may make you feel uncom- 
fortable around that person. 

*2. . Business type a'h^sn^raes. Products pr services. Location and 
. re.ajscfti for choosing" 'it* Potential customers. Competition. 
JP1 a$ for* competing.- Plan for running the business. 

V - „ . Problems : You have to wait until the loan is granted, which 

can delay the start of your business. You must pay interest 
"9n a loan. *You must- pay: b^ack a loan in* a specified time. % 

Benefits : Most people don't h£ve enough money on hand to get 
started. You increase your chances' of 'success by having 
enough capital. -You can reserve your personal capital for a 
backup if the business cBpjas poorly at firfijt/* 

* w^**^" ,4. »Tgie statement of financial need helps you. think of all the 
■ V 6itfu«ces of money you might use. b) It helps you plan more 

'* carefully ta meet expenses, c) When you finish the statement, 

f you may decide you need a loan after all. 

III. Responses to Discussion Questions 

4 ~ 1* Repairs and remodeling : Do the work themselv^. Rent a busi- 
^ ness site that .is in good repair and is already suited* to the 
' electrical contracting business 1 needs. 

Equipment and furniture : Build up a good supply bf personal 
tools and ' equipment beforehand. Use furiiiture from home or 
buy it secondhand. 



\ 
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* Salaries ? Don't pay any salaries to the owners until you take 
. in mbre revenues. Don f tk hire employees at firsts \ 

*2j It should explain the plan to serve both-commercial builders 
as electrical subcontractors and homeowners through -the sale 
* pf ej.ectpical supplies. ^ 

/ ^ 

3. She could^ find a different! locatic*with lower rent or one 

< that is already suitable for a construction elfeatrician busi- 
ness.* She»could wof.k out. qf her home for a while. 

IV. > Group- Activity * f ' ">' f 

This activity 9 is designed to»give students practice inVriting 
a business description based on Information provided in the case 
* study. , ' ; * 

Give students feedback on the compTeteness*of the 'business 
description with respect to the coverage of: , * 

' * \ ' ' p& 

1. business type and nagie; \ * 

<■ 2. products or services to be offered'; ^ 
* '3. business location and reason for choic^J 

4. potential customers; 
v * 5. competition; 

6. - plan for competing; and ,J ' * 

•7. plan for running the* business and keeping it successful. 

Also give students an overall opinion about how persuasive the. 
business description is — that, ftf, how likely you think it is^o 
:get them a loan, and why; ■ , 



Unit 4 - Being in Charge (1 class period) * 

I. Case Study : Richard 'anit> Jeff share all.aspects of running the 
8 . business at first?! Then they hire an employee to 
' • 'help inMrhe store. Jeff manages the sales 'operation 

and supervises the employee. Richard does estimating 
.and htVes electrician's helpers for'big jobs. The 
. • . partners share bookkeeping and making major business 

, ; * decisions. 

Text :, What Itf Means- to Be in Charge 
^ Dividing the Work 

Paying for Services 
* What to.Look for in Hiring Employees 1 

Supervising, and Training Employees * * * 

f -II. Responses * to Individual Activities 

c 1. Possible benefits : You. can take on more work. - Y6u have # help # , 

* on hand for hard jobs. You have cotopany w^iLe you work. * J 
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I Possible problems : * You will have to supervise someone.. Your * 

* helper\s salary will be added to your expenses. If your helper 
does not do £ good job, it will reflect on your business. 

2. Robert could t^ke more vocational courses in high school or at 
a -vocational school. He could learn on the*Uob from Ted. He 
could go through an apprenticeship prograB^xhat would give him 
experience $n different aspects of *an electrician's work. 

• * , • < - ^ ' / 

3. There is no "best" answ^i?. Possible reasons for selecting 

^ . each choice: Lee Jones would not need much additional train- 
ing and would take the work seriously.- Lynn Jenks would be 
A fun to work with and would provide adequate help at a reason- ' 
'.^able price. Ray Summer would appreciate direction, would work 
ha^rd , and would work for low pay. 

4. Do 1 it yourself 'Hire an employee to do bookkeeping. Pay for 
"'bookkeeping services from an independent agent. 

5. a) Qood math skills:' wire and position electrical equipment 
accurately * b) Patient 4 :- will take time to put in each piece 
of equipment properly. c)'Gets along with others: will 
accept. supervision, d) Good physical health: can work fdr 
long periods in crampe.d positions. , • • 

* * 

Responses to Discussion Questions , 

• i ' •* *• ' 

1. Ask friends and business associates fbr. possible ndmes. Con- 
tact l9cal high schools and vocational schools. (They gener- 
ally help their graduates obtain jobs.K Check ^directory of- 

-* \ services and "situations wanted" in -classified ads. Contact ^ 
the 'electrical, worker' uijion' or contractors' association in 
their area. ; 

2. Advantages : Your partner will have more knowledge of some 

* aspects of the business than you do. Tt^> people can usually 
come up with more ideas for solving a problem than one person 
can. ■ v m 

Disadvantages : It may be harder to make decisions since you « 
may have different ideas about what's best. It ta^es longer 

* to reach a decision because you have to take time to^trdmmuni- 
.cate back and forth. 

3* Observe the employee's wotk. Ask the employee questions to 
test his or 'her knowledge of various aspects of electrical 
construction. Ask the employee's own opinion of kinds of 
additional training he ar she needs. Compare the quality of 

# the employee's work on different, tasks* * 



IV. Group Activity 



This activity is designed to give students -practice iji dealing 
with the difficult task of firing an employee as an owner of a • 
construction electrician business or Electrical contractor. Give 
students suggestions, if necessary, about possible "Dos" { a;nd 
"don'ts." Ask them to explain their own list. 



Possible "ttos" 

1. Let the person know in 
advance* (for example, 
two weeks), 

■ <. 

2 v . Explain' the reason the 

person is being. terminated 



3. Be ready to give specific 
examples of the problems 
involved 



Possible "Don'ts" 

Don't discuss it with the * 
person's coworkers 



Don't let the person who is 
being fired* train his or 
her replacement . 

Djn't let the person talk 
you out of it once you've 
decided to terminate him or 
her 



4. Let the person know 
in private 



5. Be' firm but nice 

6. Give some terminating- 
pay if possible 



4. Don't be in such a hurry 
to replace the s person that 
you make the same mistake 
Mth the new v person you hire 



Unit 5 - Organizing the> Work (1 class period) 
I. Case Study 



Richard makes a bid on an electrical subcontract 
Jeff and v a helper use a work order to do^an installa- 
tion jpb. They each have to schedule their time to 
take into account delays in getting supplies, . sched-. 
ules of employees and people hired -for electrical. 
^&bs, and handling other details. 



, Text : Making^n Estimafce^^ 

Work Orders* * * * 
Scheduling Work 
Time Planning * 

II. Response^ to Individual Activities ' ** , 

1. Customer's name and address. Person(s) doing the work. Post 
of materials. Cost. of labor. Total cost of job. Starting 
and completion date. 
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; — 

Persia Doing Work 


Description of 


Work 


• 


Shimus 

V 

J 4 


: : — ; 

Conr\ecfc vapor degreaser. Install 

LU 14W VU1L Ua L LCL Jr LUaLgCI 


power 


V 

• 




t : 

, TOTAL LABOR $270.00 

MATERIALS ^200.00 








TAX 0.N MATERIALS 10.00 








TOTAL COST $480. 0Q 

* * * 







3. The schedule should include all three "must do" tasks. It 

should include either both of the one-hour "like to do* tasks 
or the one two-hour "like to do" task at the end of „ the day, 
since these are less critical ; to do today t Any order of tasks 
that fits Richard's morning time block of four hours and his 
afternQon time block of five hours is acceptable, for example*: 



8-* 9 Pick up supplies for 
factory wiring 



1-2 Complete warehouse 

lighting installation 



9-10 Estimate work for 
; S. Hills department store 2-3 



10- 11 

11- 12 

12- 1' LUNCH 



3- ?4 Get car radiator fixed 

4- 5 

5- 6 Visit dentist 



4. To remind yourself of appointments. To'make sure you do all 
the necessary jobs first. To help people who may need to con- 
tact you know where you will be at any given times. 

5. Have a superintendent work out daily or weekly assignments 
with each member of the Electrical work crew.. Give workers 
the contract, estimate, and/or blueprints tp use in doing the 
work. 



III. 



Responses to Discussion Questions - ^y^j 

1. Possible reasons for leaving out each "like to do" task: 



'sir* dentist : It might have taken, longer than an hour. It 
is easier* to leave out unpleasant tasks. This is not critical 
to the business. 
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Order new business cards : This can be delayed- a bit without 9 
any major damage to the business. 'Richard may'be able to 
& Relegate this- task. * . A 

( 2. The worker might forget to do the work. The workey might not 
understand some part of the job. The customer might complain 
that the work was not done as agreed, and you would have no 
way to check on the customer's statement* • * * 
* * 
3. Not if Richard likes being ih charge. He s r has less t*ime to 
< spend on electrical work because hf "muVtr also spend Jtime on 
all the tasks inyplved in running k business. \ If Jie wants tp 
do only electricai>>$ork, he should consider becoming* an 
employee of an ele;cfci?ical contractor or construction company 
again. \ 

i " \ . 9 . • ' 

IV. Group Activity N * 

The purpose\3f this activity is to give stucfe&J^s practice' in 
planning time for an owner of a construction ele£l||ician business'. 

Possible suggestions : Bo the books in the evening s *br on weekends. 
Hijre someone else tx> do the books. Answer phone messages in the 
evening — more people/ are Home then, and ^.t leaves more day hours 
free for j<?bst L6ok**at supply catalogs and sales ads once a week* 
rather than 'each day, or do this after the jobs for the day are 
* * finished. \ - * 

Unit 6 - Setting Prices (1 class period) 

* Case Study : In bidding .on the electrical work for construction 

• _ jobs, Richard takes intq ( account the cost of l^teri- 

als plus cax, cost of labor, overhead, and profit. 
In setting > prices for supplies sold in their store, - 
Jeff ^figures cost of supplies plus tax, operating 
expenses, and profit. ^ 

Text : Factors Tfiat Determine Pric^ 

Total materials *• 

Total labor . # 
< 

Overhead - ■ . ^ 

" • - Profit 4 

^ Other Factors That Affect Pri-£e t » 

/ Competition * 

1 Demand * . • , 

I I . Responses to Individual Activities y 

■s ; ~ 7 m ' 

1. . Advantages for the electrical contractor : The planning 
involved in making an estimate will give the cart-tractor a 
better idea. of the likely costs of the job and thus Help him 
or her s$t a fair price. 
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Advantages tor the customer t The customer will fiave a more 
realistic idea of what the work will cost, and why, before 
deciding whether to have the work done. The customer can com- 
pare prices of different electrical contractors by getting 
more than one estimate. 

» 

7. Salaries, operating expenses', and profit-. 

3. The best answer is $100, which gives a 15% profit: 

($ 100 - 8,5 ) _ ^ 

This is a reasonable profit and will also allow you to under- 
bid the competition. 

4« Total Cost of J^b: 10% Profit:- .Total Estimate - : 

y $ 5,000 ' $10,000 f - $lt),000 • 

+ 5,000 x .10 + 1,000 

$10,000 $ 1,000 t $11,000 

He should estimate the job at $11,000. 

5* Problems of raising prices : Customers maY aot use as. many of 
Jill ! s services. She may lose^ customers Co lower-priced com- 
petition. ( * 9 ' ' 

Probletns of cutting the number of employees : Jill may not 
be able to take as many jobs-. Her revenues and profit may 
decrease* * 



III* Responses *to Discussion Questions 



\/ Employees 1 salaries and hours. Amount of time the owner 

spends supervising and keeping records on employees. Cost of 
any tools, equipment, workspace, etc. -that the owner provides 
for" employees. 

♦ * * 

2* , It is true that making an estimate takes time. But Richard 
could lose more money than he would save if he failed to make 
a .an estimate and (a) he under-calculated the materials he needed 
and then had to wait to order more;" (b) he overcalculated the 
materials needed and then was stuck ylth an.excfess; r (c) he 
lost a job that was half done because he raised the price 'and 
• the customer would not pay the increased cost; or\.(d) he lost 
money on a job that took him longer to do than he had esti- 
mated it would. , • 

3. Offer necessary services such as fepair wotk. Build a reputa- 
tion for 'doing work of high* quality. Deliver quickly on jobs. 
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IV. Group Activity 

The purpose of this activity is to give students practice in 
dealing, with the unknowns that may be involved in pricing ^the 

electrical work *f or a remodeling, repair, or construction job. 

/ . *■ . 

Another outcome is to Illustrate the differing perspectives 
x>£ a business owner and a ctetomer with regard to price and the 
■ importance*of • communication Dk*ween them. 

Help students predict, the possible problems for> Richard if he 
gives a fixed estimate and for Tim if he o^kays the work without 
knowing' what }t will cost. : ? 

' Possible agreements acceptable to both parties : Richajd could 
set some maximum limit on the amount he will charge and review this 
&s the work proceeds. Timcould agree to pay .a certain amount upon 
completion and the rest within a given time limit if the price is 
higher than he expected. 



Unit 7 - Advertising and Selling (1 class peri€fif) 

I. Case Study : Richard and Jeff use business cards, special forms 
and stationery, the Yellow Pages, and good customer 
relations to advertise and sell their services.' 

/ Text : Advertising Methods 
Word-of-mouth 
• A business card 
Printed forms and stationery 

The Yellow Pages * . * # 

Newspaper ads 

Your vehicle ' N 

Other methods 



- •/ 

II. . Ms* 



What Makes a Good Ad? ' / 1 



Selling Your Services 

sponses to Individual Activities 

P J ■ ' • 

1.* Offer services^of high 'quality Treat your customers wi^th 



~*«p£ respect. Explain their alternativest Answer questions. Refer 
, ■ people to others ^if you cannot provide the service they .need. 

. * 

, 2. 'A good ad should catch people r s attention; give important 

information about your business; make people want to buy what 
yoqr are offering.; be easy 'to understand; and be easy to . 
recognize . / 4 / ' ■ 

„ ,.3* c; d; b; a . " ^ 

^4. Comfort : Havihfe an electrician install new appliances,* 
equipment \ or hakvy duty wiring makes a home more modern, 
adaptable, and comfortable to live in. 
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Convenience: It is more convenient to hire someone, to do 
electrical work. than for homeowners .to do the work themselves. 

Pride, or stattts : Having modern or unique appliances, heating, 
lighting, etc. will increase owners 1 pride in their homes. 

Saving money : It may be far more economical to remodel a home , 
and have the necessary electrical work done to get the fea7« 
tures an owner wants than to 'sell one's home and have t9 buy a 
more^expensive one., , 

Security pr safety : Having a trustworthy/ electrical contractor 
do your electrical repair, installation, or construction work 
makes you more confident that there will be no fire damage, 
electric shock, etc. when you use electricity.' 



\ 



Responses to Discussion Questions . 

1. Reasons to choose a newspaper ad : To attract new "business, 
advertise sales, introduce unique products or services. 

Reasons not to choose a newspaper ad : May be expensive, cir- 
culation may be low, may not reach people you want to reach. 

Reason^ to choose, the 'Yellow Pages : To help 'people who want 
to buy eli^ctrical^cbTistruction services choose -a business, 
because is*it a. well-Jcnown medium.. 

Reasons not to choose^the bellow Pages : May take too long 
before k new phone book^comes out^ N may ; be too expensive. 

Reasons to choose a business card : It is handy, it is not 
■ expensive . k \ 

Reasons not to choose a business card : You ; may soon expect 
some ch^jiges in your business name, location,, etc • „ ^ 4 

2. An ad can- be liked more *>y some customers than by others.* For 
v example, saving money will have .nt&re appeal to some customers 

than increasing the beauty or 'comfort of bheir home, while" 
s other customers will be mpre interest*^ in beauty and comfort 
' than cost, What you- Qan do : 'Advertise in more than .one way** 
Write an ad to*address several different needs. Write ^differ- 
ent ads to, appeal to different needs** , v 

3. Skywriting — Pros: It may.be seen by people in isolated areas ; # 
it is a unique way to advertise. . Cons: IJt may- be expensive. 
It may not appeal to conservative people., 

TelevisiQn — Pros: It could Igive a: realistic idea' of the kind ' 
of electrical work Joseph can do. Cons: It is likely tQ be 
expensive; it will not reach people who are outside the broad- 
cast area or who don't have television sets; 
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'Direct mail — Pros^ It'can r be directed specifically at tftose 
. .peoplewho are likely^to need 'telectrical services.' Cons: It 
~ • ~" may be fairly expensive. * 

IV. Group Activity ^ \ v , . . 

* * : • 

The: purpose of this activity i£Jto*give students practice in 
designing^ printed ad £oj a business based oh providing electri- 
cal construction servic^es.^ . , * ' 

The teacher should give students feedback on each element of 
their ad, addressing the following points: 

a. Headline — Does it express the .major single** J.dea about R-W 

* Electric f s special services?* J,s' it the right length? Does it 
have the right mood^tb attract the*kind of customers Richard 
and Jeff „wapt? , m 

* ♦ ' * v < 

b. Copy — Does the copy give the ^sic facts about 'the business? 
Does it include the right amount of detail? Does it emphasize 

** the special services offered e 4nd o the types of customers who 
# fc * need them? Does it appee.1 to important; Qustomer needs? 

* " i\ ' " > * 

^ , <c. Illustration — Is there a picture, « logQ, etc. that is easy to 

recognize and remember?"" Does It* catfcti the reader *s-^ye? Do£s 

ilT reflect £he types o£ services, and products R*-W Electric 

" 1 offers? Is it clfcar and ~"well dohe? . 

* » 9 ** 

t * - • 

d. Identification — Does the a<f identify the business name, 

i ' address, phon^ number, owners' ftames? Does it indicate the 
hours, credit policy, etc.? • < % . 

# ' a t ^ « ■ » 

e. Layout — Does the "arr^gement of the elements and use of white 
* 4 space] make the ad easy to read? Dcfes ft'catch the eye and 

, ^Stimulate the" reader to^look at all parta of the ad? * 

% • 

The qeacher should 'also discuss with ajfcudents:^ (a) whether 
their ad i$ appropriate for the medium they chose(Yellow Pages, 
newspaper,* or direct mail); "(b) what the ad is j likely to cost and 
whether it is wotth^the benefits it will .prbvide ; (c) possible 
ways to change the ad to reduce its price, if necessary.- 

Unit 8 - Keeping Financial Records (1 class period') / % 

I. Case Study : Richard and Jeff se^ up &n accounting system for 

' . their contract wojk based; oh^ the percentage of each 

job completed. 'They bill contraptprs at the end of * 
each month. They fill out a daily, cash shee£ to .keep 
track of revenues and expenses each day. 

* Text: -The Importance of Goqj^financial Recordkeeping 

. Planning* Your Recordkeeping - < * 

* ' • Handling Credit v „ ' ~~ ' , 

Daily Cash Sheet * # „ c 
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II. Responses to Individual Activities 

7 \ ~. " *' * 

VI. To fc keep track of'money coming in. To keep track of money 

going out. To help in writing financial reports.^ To help in 

making business 'decisions 



r 
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CUSTOMER BILLING FORM 






Customer: Arbogast Contractors 


Work dlmpleted: 


50% ^ 




■ 1177 Elm,* 




As] of 


Date: 8/31 




Rosewood 


* 


Payment Due: 9/15 v 




< 

- V 










• Billing 
Date 


. Description of # 
Service 


Amount 
Charged 


« 

• Previous 
Payment^ 
Received 


Percentage 
Payment 
Due 


Remainder 
to be 
Billed r 


7/31^ 


\ 

Electrical 1 
Installation as 
per Contract 
//1344-G 


$5,000 


0 1 


ti,aoo 

• 


$4,000 


8731 


SAME * 


$2,500 


' $1,000 


$1,500 

• 


$2,500 


* 

3. 


\ 


i 









f 






. 4 

DAILY CASH SHEET v ' 












R-W ELECTRIC 








*' / 


o 


.Date: 


Aug. 31, 19XX 




















> 


v - • 


* REVENUES • 
i 






EXPENSES 








y Cash Sales 




* 350 * 


Salaries 


$ 


500* 




Credit* Sajj 




1,000 / ' 


Building Expenses - 














Tools and Equipment 








* 






Materials 




* 


f 






> 


Advertising 




125 






/ 




Vehicle Expenses 






/ 














TOTAL REVENUES 




f 

£1,350*' 


TOTAL EXPENSES 


$ 


625 
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III. Response to Discussion Question * 

Conditions under which cash is preferred' : "Far small jobs; 
when yqu arte hot confident the customer wijl*pay promptly; when 
you fcustypay^a lot for materials. 

f i * 



Conditipgs .under which credit' is preferred : For good, trusted 
customers; for jobs that are very largg; when the competition 
gives credit; when an employee is handling^the payment rather than 



p the business owner, t 

IV. Group Activity 

y - s 

This activity is designed to give students prac.tice<in cSnsid- 
ering the types of positive and ^negative decisions they would need 
* to. make as a construction electrician or .electrical contractor 

based on the information "in theifc financial records. ' 

Possible decisions to make when the business is doing well : 
Hire more employees; take a la£ger salary f&r yourself; accept 
largef . jobs; take a vacation. 

Possible decisions to, make wheii the business is losing money : * 4 
/ Lay off employees; take a smallef salary; get a banl^ loan; work 
longer hours. * _* ^ 

Unit 9 ~ Keeping Your Business Successful (1 class 'period) ~* 

I. 4 Case Study : Richard and Jeff find that their profit ratio was * * 
* '* . higher for their*second year of business than for the ' 

s first year. However, they want"* to do 3, higher vQiume 
% * of business. They decide to expand tAe v supply sales ' 
part of their business, arid to raise their labor prices 
* for electrical subcontract work. 

Text : How to* -Measure Financial Success 

How to Make^Your Business More 'Successful ' ' / 

Getting Information to Change YOur Business ^ 
Profit and Pefsonal Satisfaction 



* 

II. ~ Responses to Xndivictyal, Activities 



1. The ^rpfit ratio tellsr you theT^^r cent age of total sales you 
kept 'as profit. The expense -ratio tells you the percentage of 
total sales that you paid fo^^ug.^ess expenses. 1 

2. Increase sflles.^Tteduce expenses. Raise prifces. 
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> ' c , TWO-YEAR PROFIT/LOSS STATEMENT 

* Waratuatsu Electrical Contractors, Inc« 

~ - * Year'l - YeSr 2 




$ X 


* % 


Revenues * ' * 
Cost of Goods Sold 


$100,000 ■ 100% 
50,000 50% 


, $150,000 100% 
- 75,000- 50% * 
$ 75,000 
$ 45j000 3jQ2 
$ 30,000 20%^ 


Gross Profit . " . * . 
» Expanses 
Net Profit 


$ 50,000 
$.30,000 30% 
< $ 20,000 20% 



4. Yes, ^revenues and profits rose, and ttye profit fatio remained 
stable. The business is_ staying successful. Assuming there 
is one owner, a net profit of $30,000 (Year 2) is fairly good. 

5. Reduce the number, of clerical employees. Use the owner's home 
for business rather -than renting a separate, location. 

t 111* Responses to Discussion Questions 

1. Both level of -profit and personal satisfaction are important^ 
though some 1 people may give more weight to the former and 
others to the latter. 

2. Electricians or , contractors may want to keep their businesses 
small because: (a) they Tjfrat to specialize in seryi.ces for , 

« which there is limited demand; (b) they want to do electrical . 

work more than supervising or managing; or (c) they are satis- 
fied with the exist ing_iprof.it and do not need 'to 'expand in ^ 
order to stay successful. 

3. More competition; customers are not satisfied with.tjtle work; 
* pric es are too h igh; not enough advertising; low demand for 

those services at the moment, etc. t 

IV. Group Activity < * ' + 

• ' • V ' ' . . • « ' 

sThis activity is designed to acquaint students with a real-life 
construction electrician business owner. The interview will tfelp 
9 students evaluate the career of a construction electrician business 
owijer and decide whether they are interestedaii this career. They 
will also'be able to compare their ab*3>J.itie8 and personalities 
with those of a successful construction electrician business owner 
and decide whether they are suited to small business ownership. 



\ 



20 



25 



This activity will help students see .how buafrhesses must change 
over time in order to' stay- successful. Hopefully,. ^students will 
also be made aware of the high potential" for ffl 4tu*g if. a business* 
does not change to\tneet the changing nelads^rx Lts customers. 

This activity, which will pro bat 
students, will require extra time* 



\ ° s 4 

1 r Summary (15-30 minutes) " 

^ — k • . \ *r 

^ If ^desired-, the Quiz may be given prior to summarising the module and 

doing wrap-up activities. Emphasize major 'points of the module such as: 

' ...... ' * - • * 

• Construction electricians can u6e their skills to become indepen- 
dent electricians or electrical* contractors. 

° • ^ 

* •* Good skills in the electrical construction trade ^nd an ability to 
'manage your own* business are necessary qualities' for a construe- 7 „ 
tion electrician business owner toTiave. 

• »AB construction costs and procedures change, you may need to * 

change your business to stay successful. • ^ 

Remind students that their ^participation in this module was Intended 
as an awareness, activity so they could consider *entrepreneurship as a 
career option. , The£r introduction to the skills requifed for successful 
small business management has been brief. They should not feel that they 
are not prepared to go out> 1 obtain a. loan, and begin their own business. 
More training and experience are nec^s^ty. You can suggest at least these 
ways of obtaining that experience: one way- is to work in the business area 
in which thfy would eventually want to have their own venture; another is - 
to go to school (community colleges are starting to offer degrees in 
*§ntrepff neurship) . - 

*' «- 

/ This would be a good time to get feedback from the students "as to how 

they Would rate their experience with the module. Could they 'identify /• 

■ with the characters portrayed in the case studies? flow do. they feel about , 
the learning activities? » 

-» 'If possible, use a final wrap-up activity to help students apply the 
learning that the module as a whole is designed to provide. 



You might use on6 or more of £he Group ActivJ^Fefe that were not 
covered earlier. Feel frge t;o combine or expand, them ;so that stu-* 
dents can consider all the aspects of running a small construction 
electrician business. y ~ 

Possible activity : Have students ^develop a "scenario" or struc- 
tured fantasy of themselves ip the future running a construction 
electrician business. Students cwtn write or 'discuss^tfe charac- 
teristics of 'their own business, from the services provided and 

26 ' 



its jiay& and location to the procedures they would use to keep 
records^ "advertise, and maximize profits. * * 



Quiz (30 minutes) • 

j "* • > 

The quiz may be usfed as an assessment instrument or as an optional 
study tool for students* If you wish to use the quiz for study purposes, 
duplicate and' distribute the t answer key to students. In this case, stu- 
dent achievement may be assessed by evaluating the quality of students 1 
participation in module -activities. 



Quiz Answer Key 

r- 

, 1. b 

2. c 

3. c 

( . 

4. a , 

5. b . • ~ 

6. b 

7. c ... 

8. .c 

9. b 
10, a 



11. Have the eaplpyee watch xou work. Watch the ^employee work and com- 
ment or helpas needed. Ha.ve the employee take a ^ourse and *ead 
books on installing electrical fixtures. 

12.. Cost t>f materials. Cost of labor. Total priqe <j>t the job. a 

13. 'c • X . ~> - 

14. Cost of materials (cost of goods sold); cost of labor; cost of sub- 
contracts; profit desired; competition; demand/. 



15. a 

16. d 



4,7. a 
S3 



• ♦ . 



> 
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18. b- 

19. d 

20. c 

21. Raise prices. 

22. e 



Cut expenses. Increase sales. 
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GOALS AND OBJECTIVES 



Goal 1: To help you plan a small business sis a construc- 
tion electrician. 



Objective 1: Describe the services, customers, 
and competition of a construction electriciaif* 
business . \ 

Objective 2: List three personal qualities/^the 
owner of a construction electrician business 
should have. . * - 

* 

Objective List two ways to help a construction 
electrician business "stand out'* from its com- 
petition. 

Objective 4: List two special legal- requirements 
for running a> business as- a construction elec- 
trician. 



Goal 2: To h£lp you choose a location for a construction 
electrician business. 

Objective 1: List three things to think about in 
deciding where tOilocate a construction elec- 
trician business. 

Objective 2: Pick the best location for a construc- 
tion electrician's business from three choices 
and explain* your choice. 



Goal 3: To help you plan how to borrow money to start a 
construction electrician business. 



Objective 1: Write* a business description for a 
construction -electrician business* 

Objective 2: Fill out a. form shoving how much 

money you need to Borrow to s£art a business as* 
a construction electrician. 
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To help you learn about managing woYk and people in 
a construction electrician business. 



Objective 1: -Decide how to divide the work of a 
construction electrician business among several 
people. 

Objective 2: Pick the best person for a specific 
^ob in your construction electricifn business. 

Objective 3: Describe one kind of training construe 
tion electricians might give their employees. 



TcJ help you organize the work of a construction 
electrician business*. 



Objective 1: On a work order*form, v list what needs 
to be done for a customer. > 

Objective '2: PJLan a work schedule" for an electri- 
cal contracting business owner or employee. * 



To help you decide how to set prices for a construt- 
tion electrician business. 



Objective 1: Pick the best price for one of the 
services of a construction electrician business^ 



To help you^learn ways to advertise and sell the 
services of a construction electrician business. 



7 

Objective 1: Pick one way to advertise a construc- 
tion electrician business. 

9 

Objective 2: Write an ad for a construction elec- 
trician business. ' '* 

Ik 

Objective 3: Describe one way to sell the\services 
of a* construction electrician business. 
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Goal 8: To help you learn to keep financial records for a 
construction electrician business* 



Objective 1: * Fill out a customer billing" form for * 
the services of a jconstruction electrician. * ' 

Objective 2: Fill out a daily cash sheet for money 
a construction electrician receives and pays out 
in one day. • * 



Goal 9: To help you learn how a construction electrician 
business can stay successful. 



Objective I: Determine the net profit, profit 
ratio, and expense ratio for a construction- 
electrician business. * 

Objective 2: State one way to increase profits. 

Objective 3: State one way a construction electri- 
cian business can be changed to increase sales. 
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